Leave Balances With Dollars - Report Instructions

Use this report to display the leave balances with dollar amounts.
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1. From the main screen, type transaction progam  Edt Goto System  Help
code: ZTM_LEAVEBALANCEDOLS. @ 018 ©@e BHR DoLn BR @B
TM Leave Balance With Dollars
2. Click the Enter button @ or press
Enter to continue. payol Pariod
. . . Period Current. Payroll Period &
3. Reportlng PerlOd - Choose a per|0d from Payrall Area sm| [12/01/2011|- 12/15/2011
the list, for example Current Payroll FEiEE 2 [
Pe riOd . Selection Criteria
Personnel Murnber N
4. There are a couple of ways to search Empioyment Stars
using this report: Personnel area
Darcrnnal < tharaa o
= CIick| < OrgStructure |to select an
Organizational Unit.
AND/ OR |Egst Edit Goto Settings  System  Help E‘@W
. . |e 19l eee DHE Dha0NE0m
=  Enter selection criteria, for example 7w Leave salance with pollars
Personnel Number
. . . LEAVE BALANCES with DOL REPORT
NOTE: Click the MUItlple Selection button ;fro%rmEgMRnns,LEAVE,BALX:LE,wrrH,DaL ot
to enter more than one PerNr. Report fnd bate: 127152011 e
. Org, Unit | Crg Name [ reetoiame | Status [Quotatext | ANNL Begin | ANNL Accru | ANNL Used | ANML Enc
5' Cllck the Execute button or press F8 10105892 | Chssification and Compensation Branch | [NRAMAEEEEEEEE ~ ~ctve | AnnualLeave 549.43 0.00 0.00 540.43
to execute.
6. The report displays.
7. Click the Print button Q .
OR
Export to Excel
¢ From the menu bar choose:
List = Export = Local File
[ Save list in file...
In which format should the list
be saved 7
Quncorwerted
@spreadshest
ORich text format
OHTML Format
O1n the dipboard
e Choose Spreadsheet.
e Choose the file location and type the
file name.
* Click | Generate |
8. Click the Back button e
PC/DHRA/DEM

February 2012



